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24, May 1951

- 1, 1In responss to tho request m&e by the CIA Safely Offiaer,
dated 2 Hay 1951, the f@llwﬁi:zg mmbey of @epies within each group
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HPEIETSTRTIVE STRVICES OFPICE
CHOANTZATION AMD PUNUTTOMAE STATEMENT

RECONDE MAMAGRRENT A¥D DISTRIBUTION NRANCH

Formalates, defines, develops, pursusw, divects snd controle
OIA Vecords ¥snepowsnd Propron and teainy parsonnol thersfor,

- VITAL SATRETALS SRo¥Irm

1. #inalysen, schedules, receives snd duplicstos Vitel Haterisls
to produce storsge copy.

2. Infexen reproduced topy by projett, veel and frame puanbors ,
and date,

3¢ Deteramines flow of metepisole to repositery for safe keentyy
by both direct and indirect methoda of deposit, R

RECORDE AWALYAIS SRCTION

1. Jnventories, swslysee and svilustes vecord moterial of 074
compevenats by organization mnd function,

/i 2, Detersines status of matérinl a5 record, nonrecord, current

;| and nencurrent and reccusends dispesitien aciion a5 appropriste
: gmhgmﬁmmim or transfor of maberisl te CIi or Notional
rouives .

3. Purswes studien Yo svsluste use of £iling systeme end
equipsant, and detersines popeibie shonderdisution theresf,

Lo Cenducts ourvepn for agplicntion of Smproved mathods,
techriques ond dsbor saving deviens bo obtain efficiont
cperstion of Fiiee and file systems and veductions in coste
of proparation, ssintensnee and storsge of resorda.,,

- Bvelustes progress obtained in sogroding clessified meborial
ard detarnines notificstion protessss tharen?, am approprinte,
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1, Reveives, sarts, analyses, indexes, £ilos snd retetns
" record meterdel of endur ié? ﬁﬂ*i@iﬁ@g - ¥ retains
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2, Porforame senrching snd dletribution services,

j. %&Eﬁfﬁ‘ﬁ ﬁﬂi@@m mﬁﬁ@ﬁa} %ﬂ g‘gﬁam ﬁm%?ﬁ@ a6
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he Dleposes of materisl by destrackion, salvage or gift, as
appropriate, o '
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1. Foceives, distribates, ccllects and dispatehes a‘m
| effieisd CIs mail, both forelgn and demostie,

2, Haintains currenst £iles ond index records of OIA
Admindetrative correspondence,

‘3¢ Cleeeifies, cotalogs snd indexcs
Y for fiiing T

ke Provides intereoffice collsction ond ém oy snrvi
wo POWEAUNE alGEYROLIZCR CBLLE fi NG Zalivery sopvice
2;%;% agﬁ;gglﬁ intervals $hroughest 014, uedny mesmsengers

g cerrespondence

Bs Provides roguler courder vuns to other government agencie:
T e B et WEALY UL o govarnment agencies
in the Yeshinglon sren, and specisl seuricr sorvice in
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